
 
2023 MBCC Subgrantee Training Highlights 

 
MBCC provided a subgrantee training on October 5th, 2023. We had many of you attend in person and 
via zoom. The information that follows is a recap of the subgrantee training for those not able to attend 
and for all who did attend, to review as needed.   
 
The subgrantee training is an overview of all grants managed by MBCC, this is not meant to be a deep 
dive into any one specific grant. MBCC has over 20 different grant programs, federal and state.   
 
Any technical assistance that is needed for the subgrantee to maneuver their grants, please contact your 
MBCC grant manager so a 1:1 can be scheduled.  
 
AmpliFund:  

 
General documents that pertain to the agency, ie: policies, procedures, grant monitoring documents, 
commonly used information that pertains to the agency – all of these can be saved in the Agency Grant 
Award, click on Recipient Agency Name (not the grant name), drop down Tools, Documents.  Both MBCC 
and the subgrantee have access to this page.   

 
Match:  

 
Not all grants have a match requirement.  For those that do, some grants require a cash match, while 
others will accept in-kind match.  The requirements of match are in the grant application.   

• Cash match - What the company or organization pays for- personnel, supplies, etc.  
• In Kind Match - things donated to your program that you use but that you did not have to pay 

for (example- volunteers, donated services, donated supplies/materials, free office space, etc.).  
• Any kind of match must have documentation for it. Donated time from volunteers must be done 

at a reasonable pay rate when used as match. MBCC is required to have this supportive 
documentation due to federal requirements.  

• Gave example of match: If you have a $100,000 grant with a 20% match requirement, your 
match requirement is $25,000. We have a match calculator on our website to use to assist in 
this process.   
 

Travel:  
 

• Even though grant money may be federally funded, when traveling in state, sub-grantees must use 
state of Montana reimbursement rates. 
https://doa.mt.gov/_docs/Travel/Travel_Information_Summary_April_2023.pdf  Travel request 
forms must be filled out and submitted for reimbursement. They are available on the MBCC website.  
 

• Out of State travel, even if it was approved in the grant budget, it must be authorized by the MBCC 
grant manager.  It is essential that any out of state travel fits within the program goals and 

https://mbcc.mt.gov/Funding/Subgrantee-Resources/Match-Calculator
https://doa.mt.gov/_docs/Travel/Travel_Information_Summary_April_2023.pdf


objectives outlined in the application.  The link for the form to request permission to use grant funds 
for out of state travel is on the MBCC website.  

 
• https://mbcc.mt.gov/_docs/Funding/Forms/Travel/Request-and-Justification-of-Out-of-State-

Travel-Form1.xlsx  Emailing these filled out travel request forms is the preferred method. If you have 
not heard back from anyone about it, please feel free to check in about the status of the request.  

 
• Airfare costs should be the basic least expensive unrestricted accommodations class offered by 

commercial airlines. 
 
• Travel times need to be done within a reasonable time frame of a conference or training starting 

and ending. MBCC will not require traveling on “red eye” flights. The next reasonable flight time is 
acceptable. Also, advanced travel requests for flight costs are not allowed, only after the flight has 
taken place.    

 
• MBCC has received requests for reimbursement of vehicle repairs and/or new tires. This is not an 

approved request.  Mileage rates reimbursed include “wear and tear” for the vehicle.  
 
Gift/Gas/Prepaid Cards: 

 
To be reimbursed for gift cards, prepaid cards, gas cards- sub-grantees MUST use a tracking log and 
submit them as they are purchased and when used within the grant period. If you purchase 10 gift cards 
in the first quarter but only use 2, you request for the reimbursement of all 10 but must track on the 
tracking log where the 2 that were used went and that 8 cards remain unused. You have until the end of 
the grant period to use the other 8 and track them on the log as they are used. If any gift cards are not 
used by the end of the grant period, MBCC will request the money spent on the unused cards to be 
returned. If tracking logs are not used and submitted, grantees will not be reimbursed for the costs. 
These cards are treated as cash and need to have detailed information logged about their use. 
https://mbcc.mt.gov/_docs/Funding/Subgrantee-Resources/Subgrantee-Use-of-Prepaid-Cards.pdf  
 
Grant Adjustment Notice/Modification (GAN/GAM) 

 
• Link to GAN https://mbcc.mt.gov/_docs/Funding/Forms/Financial/GrantAdjustRequestForm-Final-

20221.xlsx  
 

• If you are requesting a budget modification that is greater than 10% of your total award amount or 
more than $5,000. You must list specific reasons in the comment section as to why the request is 
needed. 

 
• Grant extensions and final budget modifications must be requested 30 days prior to project period 

end date.  
 

Signature Page:  
 

• The Project Director, Finance and Official Budget Representative, must be employees of the grantee 
agency. Contractors/consultants cannot be in these positions.  

 

https://mbcc.mt.gov/_docs/Funding/Forms/Travel/Request-and-Justification-of-Out-of-State-Travel-Form1.xlsx
https://mbcc.mt.gov/_docs/Funding/Forms/Travel/Request-and-Justification-of-Out-of-State-Travel-Form1.xlsx
https://mbcc.mt.gov/_docs/Funding/Subgrantee-Resources/Subgrantee-Use-of-Prepaid-Cards.pdf
https://mbcc.mt.gov/_docs/Funding/Forms/Financial/GrantAdjustRequestForm-Final-20221.xlsx
https://mbcc.mt.gov/_docs/Funding/Forms/Financial/GrantAdjustRequestForm-Final-20221.xlsx


• One person cannot have more than one position of authority on the signature page. Internal 
controls must provide that one person cannot authorize themselves in a grant expenditure or act.  

 
• The signature page is used as primary contact for all important business communications from 

MBCC.  Those listed on the signature page are contacted when scheduling a site visit.  
 
Accepting your Award:  

 
• MBCC uploads your award into AmpliFund and then tasks are assigned to the sub-grantee to 

complete. Acceptance of your award needs to occur within 30-45 days, so you can start drawing 
funds. If you accept the award late, all the funds may not be spent on time which may lead to GANs 
being needed or even a grant extension.   
 

• All projects are required to start within 60 days of the start of the grant period or it is at risk of being 
cancelled. If it can’t be done within the required amount of time, reach out to MBCC and 
communicate what is going on to cause the delay. Without signed award documents, no 
reimbursements can take place.  

 
• If you have any issues or questions, feel free to contact us or use the AmpliFund resource page on 

the MBCC website under recipient resources. It will show you step by step on how to complete and 
navigate your award in AmpliFund. https://mbcc.mt.gov/_docs/Funding/Training-Technical-
Assistance/Amplifund/AwardLettersAndOutstandingAwardDocuments.pdf  

 
Special Conditions:  

 
MBCC receives special conditions when awarded funds from federal grants.  MBCC then passes down 
Special Conditions to the subgrantees.  These are very important and should be read and understood 
thoroughly before accepting the award.  Every page of the special conditions is initialed by the sub-
grantee stating they have been read and understood.  The special conditions are how the grant is to be 
handled by the subgrantee and MBCC.  If anything on the special conditions is not understood, please 
reach out to MBCC staff.  A lot of the monitoring visits specifics are based on the special conditions.  
 
Quarterly Reports:  

 
DUE DATE! All quarterly reports are due 15 days after the calendar quarter (used to be 10 days). This 
gives 5 more days to get the required information submitted. Only the final FINANCIAL report is now 
due no later than 45 days after the final quarter reporting period. This allows more time to get 
everything reported for the end of the grant. If sub-grantees do not complete reporting periods as 
required, the grant becomes subject to having funds put on hold and having to appear in front of an 
Application Review Committee and petition for the grant to be reinstated.  
 
Policy requirements:   

 
As MBCC conducts site visits and monitoring, the most common update for the subgrantees are adding 
the Language English Proficiency (LEP) policies, procurement policies, and if applicable, the Suitability to 
Interact with Minors.  If you want to be proactive and work on these, you can start with sample policies 
by reaching out to MBCC grant management staff.   

https://mbcc.mt.gov/_docs/Funding/Training-Technical-Assistance/Amplifund/AwardLettersAndOutstandingAwardDocuments.pdf
https://mbcc.mt.gov/_docs/Funding/Training-Technical-Assistance/Amplifund/AwardLettersAndOutstandingAwardDocuments.pdf


 
Risk Assessment and Monitoring:  

 
The Risk Assessment needs to be filled out by the sub-grantee at the time of award.  MBCC uses this tool 
to prioritize what is monitored and to assist with finding issues that may need special attention. The goal 
is to ensure compliance for everyone involved. When MBCC visits on the day of the site review (after 
giving up to 45 days’ notice and providing the information of what we will be monitoring) we will visit 
with the people listed on the signature page as well as staff funded by the grant.  All the forms to be 
used in the monitoring will be sent to the sub-grantee the day after establishing a date for the visit. This 
allows the sub-grantee time to review the information and ask any questions ahead of the site visit. 
MBCC will want to talk with individuals who do the work on the grant even though their names may not 
appear on the Signature Page.  
 
VOCA Specific:  

 
• A question was asked on the Performance Management Tool (PMT) reporting site timing out, it was 

advised that MBCC has no control over the auto time outs on the PMT report site or AmpliFund site.  
 

• The new VOCA sub-grants that start with 24-V01-xxxx, have been unable to report their data in 
PMT.  These sub-grantees will be a quarter late in PMT reporting because the new grant award 
number for 2023 has not been updated in the system by our federal partners. Once the grant 
number for 2023 has been updated in the system, SARs will be input, and this will trigger the sub-
grantees to start reporting.  Your grant manager will be communicate information regarding the 
PMT data.  

 
• There is no delay for any other PMT reporting for other sub-grants.  

 
• Federal rules REQUIRES VOCA grants to have volunteers. This is a requirement for VOCA 

subgrantees. If you need further information, please reach out to MBCC staff.  
 

• Volunteer value per hour website: Value of Volunteer Time Report | Independent Sector Resources 
 

• When site visits are conducted for VOCA grants, MBCC wants to talk with volunteers (if available) 
and will need to see the policies on how volunteers are trained. 

 
Reimbursement Request and supporting documents:  

 
• It was explained why personnel timesheets are required and must have either an approved 

signature or time stamped signature (PDF) from an authorized timekeeper. MBCC is audited and is 
required to provide the federal auditor time sheets when they ask for them. If time sheets are not 
provided at the time of the ask, 5 years later when an audit may occur, the ability to get a time 
sheet from the sub-grantee may be very difficult or may even be unavailable due to turn over or lack 
of access by the current person available. When submitting payroll summaries and time sheets for 
reimbursement, please do not include employee protected information (PII- SSN’s and DOBs, etc. 
Even the last for SSN numbers is not wanted).  
 

https://independentsector.org/resource/value-of-volunteer-time/


• If you have multiple sub-grants, each must have their own expenditures separated and not 
included/co-mingled within the multiple grants. Each grant expenditures need to be distinguishable.  
 

• MBCC reviews and operates strictly on the Code of Federal Regulations and the DOJ Financial Guide. 
The links are provided for your review. 
 

o https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200  (2CFR)   
o DOJ Grants Financial Guide (ojp.gov)  federal financial guide 

• For any assistance submitting for reimbursement, reach out to your financial grant manager, they 
would be happy to help and guide you.   

☐ Add your expenses: attach all receipts and allocate according to your allocation plan,  
mark as reviewed when complete. 

☐ Create your reporting period. 

☐ Assure the expenses are attached to your reporting period. 

☐ Create your reimbursement request. 

☐ Attach the reporting period to your reimbursement request, submit. 

 
All of MBCC staff contact information is on the website: MBCC - Board Staff (mt.gov)  

 
A copy of the training power point is available on the MBCC website. 
https://mbcc.mt.gov/_docs/Events/Crime-Prevention-Conference/2023-Crime-Prevention-
Conference/Power-Point-October-5-2023-MBCC-Conference-Subgrantee-Training.pdf  

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200
https://www.ojp.gov/doj-financial-guide-2022
https://mbcc.mt.gov/About/Contacts
https://mbcc.mt.gov/_docs/Events/Crime-Prevention-Conference/2023-Crime-Prevention-Conference/Power-Point-October-5-2023-MBCC-Conference-Subgrantee-Training.pdf
https://mbcc.mt.gov/_docs/Events/Crime-Prevention-Conference/2023-Crime-Prevention-Conference/Power-Point-October-5-2023-MBCC-Conference-Subgrantee-Training.pdf
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